Tutorial for Registering for E-filing for the U.S. District Court for the District of Columbia via PACER

If you have an existing PACER account:

If you DO NOT have an existing PACER account:

Step

Action

Step Action

1

Go to PACER: www.pacer.gov

1 Go to PACER: www.pacer.gov

2

Select Manage My Account

W PACER

PUBLIC ACCESS TO COURT ELECTRONIC RECORDS

Manage My Account | Manage My Appellate Filer Account | Case Search Sign In

2 Select Register

T PACER

PUBLIC ACCESS TO COURT ELECTRONIC RECORDS

Log into PACER with an Upgraded PACER account. not sure if

you have an Upgraded PACER account? Click here for instructions

3 Select Attorne‘s (It is not necessary to use the Registration Wizard)
L s i A J

PACER

PACER offers registrations for several different functions. This Registration Wizard is designed to
Attorneys help you decide which registration option is best for your needs. If you already know what you need,
use the Register menu on the left side of the screen. Otherwise, click Start below to begin.

Non-Attorneys
Appellate (Legacy) Start
District/Bankruptcy (Legacy)
More Information
Firm Billing
4 Select the Maintenance tab 4 Select Apply for Attorney Admissions and/or Register to E-File
MANAGE MY ACCOUNT Now
Welcome, John Public
Determine Submit Apply for PSC forwards Wait for reply
- whether court imissions/e-fil. imissions/e-fil registration to from court on
Account Number _{002_099 uses legacy or = registration on g registration in —> court —>  whether the
Username jehnjohn upgraded pacer.gov each court registration has
Account Balance $0.00 CMIECF system individually been accepted
Case Search Status Active
Account Type Upgraded PACER Account

| Settings Payments Usage

Update Personal Information Aftorney Admissions / E-File Registration
Update Address Information Non-Attorney E-File Registration

/

Apply for Attorney Admissions and/or Register to E-File Now

Select Attorney Admission/E-File Registration

| Settings Maintenance Payments Usage l
Update Personal Information |Arl0rney Admissions / E-File Registration
Update Address Information Non-Attorney E-File Registration

**Skip to Step 10**

5 Complete the PACER registration form. Select the User Type.
If you are an attorney in private practice, Select Individual.

If you are a State or Federal government attorney, Select the
corresponding field. Select Next

User Type * INDIVIDUAL |~
OTHER COMMERCIAL ACCOUNT ' -
T
FEDERAL GOVERNMENT

FEDERAL JUDICIARY

STATE OR LOCAL GOVERNMENT

wsakarersaa |ndividual ACCoUnts Fressersrassrs
INDIVIDUALS oo
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Create a Username and Password, and select Security Questions

and then Next

Enter Payment Information if desired. Please Note: this is
optional -- you do not have to store a credit card with PACER.

BE ADVISED THAT IF YOU SUBMIT YOUR REGISTRATION
WITHOUT PROVIDING A CREDIT CARD, WILL HAVE TO WAIT
7-10 BUSINESS DAYS TO RECEIVE THE ACTIVATION CODE
IN THE MAIL.

Read and acknowledge the policies and procedures and click
Submit

Click here to download a printable version of the Policies and Procedures

* Required Information
Ij Check here to acknowledge you have read and understand the policies and procedures listed above. *

If you did not complete the CREDIT CARD INFORMATION, you will receive instructions at the address entered on the personal
information page with your activation code by US Mail in 7-10 business days. If you have any questions, call the PACER Service Center
at (800) 676-6856

Submit Back Reset Cancel

Click Continue to complete the Attorney Admissions and E-File
Registration
ATTORNEY ADMISSIONS AND/OR E-FILE REGISTRATION

CLICK CONTINUE TO COMPLETE THE ATTORNEY ADMISSIONS AND/OR E-FILE REGISTRATION.

Your PACER account has been created. Now you may apply for attorney admissions and/or register to e-file by clicking the Continue
button below. You may also apply for attorney admissions and/or register to e-file at any time through the Manage My Account link
located in the upper right corner of the PACER Service Center website

Continue

ALL Attorneys continue with the following steps:

10

Select U.S. District Courts from drop down list in Court Type box

11

Select District of Columbia District Court from drop down list in Court box. Click Next




12

Select the appropriate action:

Attorneys already admitted to US District Court for the District of Columbia need to e-file select the E-File Registration Only
button.

MDL attorneys select the Multi-District Litigation button.
Attorneys from state or federal government agencies select the Federal Attorney button.
Pro Hac Vice Attorneys whose motion pursuant to LCvR 83.2(d) has been granted select the Pro Hac Vice button.

Pro Bono Attorneys practicing pursuant to LCVR 83.2(g) select the E-File Registration Only button.

CJA Attorneys practicing pursuant to LCrR 57.22 select the E-File Registration Only button. Attorneys needing e-filing for
miscellaneous cases only select the E-File Registration Only button.

WHAT WOULD YOU LIKE TO APPLY/REGISTER FOR?

Attomey Admissions and E-File
E-File Registration Only
Pro Hac Vice
Multi-District Litigation

Federal Attorney
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Review the Filer Information section and click the box next to:

| acknowledge that | am submitting the e-file registration for the individual
listed above. Note: If more than one individual uses this account, you must
create a new PACER account for the individual who needs e-filing privileges,
if she or he does not already have one. *

Next, Pro Hac Vice and MDL attorneys MUST enter the Most Recent Case in the Additional Filer Information section.

Pro bono attorneys MUST enter ‘pro bono’ in the Other Names Used section. Failure to do so will result in your request being
denied.

Already Admitted at Court Selact Court

Court Bar ID

Other Mames Used

Most Recent Case
(in court where you are
registering)

State Bar ID

State Select State

Lastly, complete the Delivery Method and Formatting section of the form. This is used for electronic notification in cases in
which you are involved. Complete this section even if you will not be actively practicing in federal court. Email address
information comes from your existing PACER information. Check the box to use a different email if desired. Email Frequency
and Email Format are required and are also used for electronic notice in cases in which you are involved. In Email Frequency
dropdown, select Once Per Day for a daily summary notification or At The Time of Filing for individual notice. Select from
the Email Format dropdown. Select HTML unless you are having difficulty with your emails. Select Next

Gse a different email. Checking this will clear the primary email fields below.
Primary Email * john.gq.public®yourdomain.com
Confirm Primary Email * john.q.public@yourdomain.com

Email Frequency Select Email Frequency >







